
DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 

Schedule No. /tffe> 

Page 1 of 2 

Agency 
Hagerstown 

Division/Unit 
Public Works 

Item No Description Retention 

1 Municipal stadium 
-contains but not limited to: Suns lease agreement, seating, 
concessions, maintenance lights, history, newspaper articles 

City park files 
-contains but not limited to: drawings, history, reading 
material, art festivals, walking trails, water quality study, play 
equipment checklist, equipment funding, incident reports, lease 
agreements 

Invoices: landfill, light, water bills, landfill receipts, store 
receipts (stock room) 

Job work cards for each employee (timesheets) 

Purchase orders (copies) 

Personnel 
-contains but not limited to: personnel actions, workers comp., 
vacation requests, vehicle accident report, doctor slips, 
certificate of training, grievance, applications 

Retain for life of 
lease/agreement, plus two (2) 
years, then destroy 

Screen annually. Destroy 
material having no further 
administrative, fiscal, legal or 
operational value. Retain 
permanently any material that 
serves to document the origin, 
development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

Retain for three (3) years and 
until all audit requirements have 
been met, then destroy. 

Retain for three (3) years and 
until all audit requirements have 
been met, then destroy. 

Retain for two (2) years, then . 
destroy. 

Retain for three (3) years after 
termination of employee, then 
destroy. 

Approved by Department, Agency or Division Representative 

Date //- ^<rr 

Signature £?<e*+yi:^p*^ ^rT^*^*^*-*^, 
Type Name GeorgiAnn N. Breichner 

Title City Clerk 

Schedule Authorized by State Archivist 

D a t e DEC 3 1999 

Signature ( 
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Item No Description Retention 

7 Brochures/catalogs: equipment, maintenance Retain until updated or 
superseded, then destroy 

8 General files 
-contains but not limited to: accounting reports, alarm 
permits, boiler inspections, pesticides training, regulations, 
photos, police department, press releases, vehicle inspections, 
union way, equipment inventory 

Screen annually. Destroy 
material having no further 
administrative, fiscal, legal or 
operational value. Retain 
permanently any material that 
serves to document the origin, 
development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 









Retain for 3 years and until all audit requirements 
have been fulfilled, then destroy. 














